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Requesting Agency . MONTGOMERY COUNTY

DEPARTMENT OF PUBLIC WORKS

2. Division or Bureau of Requesting Agency

OFFICE OF THE DIRECTOR

3. Authorization Requested (Check only one of the squares below).

Dispose of present accumulation. No
additional accumulation is antici-

pated. Records have ceased to have value
to warrant retention.

Establish retention schedule for re-
cords for which there is a continuing

accumulation. The records will cease to
have value to warrant their retention after

.the .period of time indicated.

Microfilm and destroy originals.
Originals if not microfilmed would be

retained for the period of time indicated.

4.
Item
No.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

E>. Recommendation
of Hall of Records
and Board of Public
Works.

1.

2.

ADMINISTRATIVE FILES

..;' . Dates: 1950 — " "'' ' V '• ' ;- ' " '" "' ' '-: " '' ' '
Quantity: 16 file drawers
•Annual Accumulation: 1 file drawer
File Arrangement: Alphabetical by subject

This file contains the Director's administrative material. Included
are personnel records for this office only, budget information, press
clippings, Council minutes,, annual report material, lists of consul-
tants, interdepartmental and Intra-departmental memoranda, corres-
pondence not relating to specific projects with the State Roads Com-
mission, Park and Planning, Board of Education, and Washington Sub-
urban Sanitary Commission, petitions for Improvements from citizens,
a file of all denied petitions, a complaint file, and similar materta
Material having continuing legal or administrative value should be re
talned until such value has ceased, or for three years, whichever Is
longer.

RECOMMENDATION: RETAIN THREE YEARS, THEN DESTROY.

PROJECT FILES

Dates: 1<MtB —
Quantity: 47 file drawers
Annual Accumulation: k file drawers
File Arrangement: By project number

Each road project created by action of the County Council Is assigned
a number and a file is established for It. In the file are the re-
quest which Initiated the project (I.e. citizen's petition, Board of
Education action), the preliminary cost estimate made for

A
P

P
R

O
V

E
D

OF
 R

EC
OR

DS
 

CO
MM

IS
SI

ON
HA

L

7. Agency/JDivisior/ or/Bureau Representative
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/ " Signature

Authorized as. Indicated
Commission. ,

Date

in Col. 6 by Hall of

Archivist
4,

V

Tit le

DisDosal Authorized
Public Works.

NQV 1 3 1961

Date

as Indicated in Col.
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6 by Board of

Secretary /
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4.
5. Description of Records

Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

PROJECT FILES (Cont1nued)

budget purposes, a location nap, correspondence from Interested
parties, detailed cost estimates, a Council Resolution setting a
Public Hearing, a transcript of the latter, a copy of construction
plans, bids, award contract, and copies of all requisitions, pur-
chase orders, partial payment forms, and supplemental contracts as*
socIated with the project. Included In the quantity listed above
9re certain project Information maintained on a temporary basis by
the Rlght-of-Way Agent and the Construction Section and which Is
incorporated Into the Project Files when their action Is completed.

RECOMMENDATION: RETAIN PERMANENTLY.

PROJECT TIMESHEETS AND COST REPORTS

CO
CO

Lul O

• •• Dates: 35

Quantity: 7 fH« drav#ers
Annual Accumulation: 1 file drawer .
File Arrangement; Chronological

The contents of this file consist of worksheets used as basis of
charging County road projects for nanbour costs of County employees
who worked on the project. :

RECCHMENDATION: RETAIN THREE YEARS (TWO YEARS IN COUNTY RECORDS
CENTER), THEM DESTROY.
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